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Registering for an Account

To register for an account please navigate to: https://aca3.accela.com/dublinoh/default.aspx

Step 1: Click on *New Users: Register for an Account,’ below the Login section of the page.

Return to

[J Accessibility Support  Register for an Account  Reports (1) ¥ Login

m Building Planning Enforcement License Registration

Please Login
Many online services offered by the Agency require login for security reasons. If you

are an existing user, please enter your user name and password in the box on the right. accelaplan l

New Users
If you are a new user you may register for a free Citizen Access account. It only takes a _
few simple steps and you'll have the added benefits of seeing a complete history of

applications, access to invoices and receipts, checking on the status of pending
activities, and more._

Register Now »

Step 2: Read the General Disclaimer and check the box, ‘I have read and accepted the above terms,’ then click ‘Continue
Registration.’

Return to

Register for an Account Reports (1) ¥  Login

m Building Planning Enforcement License Registration

Account Registration

‘You will be asked to provide the following information to open an account:
+ Choose a user name and password
« Personal and Contact Information
« License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer
‘While the Agency attempts to keep its Web information accurate and timely. the

Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

I [#] | have read and accepted the above terms. I

Continue Registration »

EVERYTHING GROWS HERE.



https://aca3.accela.com/dublinoh/default.aspx

Step 3: Fill in the ‘Login Information,” section with a username, email address, password, and security question.
\ B

m Building Planning Enforcement  License Registration

Account Registration Step 2:
Enter/Confirm Your Account Information

* indicates a required field

Login Information

*User Name:
dublinacce laplannin: a

*E-mail Address

dublinaccelaplanning@gmail.com

*Password:

* Enter Security Question:

Dublin Planning Division Address?

*Answer:

5800 Shier Rings Road

Contact Information

Choose how to fill in your contact information

I'm not a robot

Continue Registration »

Step 4: Click *‘Add New,’ in the ‘Contact Information,” section. For individual/organization at the top of the page select
‘Mailing,” then fill in the required fields. Once you've finished completing the ‘Contact Information,’ section click ‘Add
Additional Contact Address,” and fill in the required fields. Click *Continue,” when you've filled in all required fields.

Contact Information

*Individual/Organization:

Individual -

*First: Middle: *Last:

Dublin Accela Planning

Home Phone: Work Phone: Mabile Phone:

6144104600

*E-mail:

dublinaccelaplanning@gmail.com

Name of Business:

¥ Contact Addresses

Add Additional Contact Address

0 edil a conlacl address, click (e adaress hnk.

+ Contact address added successfully.

Showing 1-10of 1
Action Address Type Address

Actions v Mailing 5800 Shier Rings Road
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Step 5: Click and check the 'I'm not a robot” CAPTCHA box at the bottom of the page and click ‘Continue Registration.’
You have now created an Accela Citizens’ Access Portal account. Please click *Login Now," at the bottom of the page to
login using your username/email and password.

m Building Planning Enforcement License Registration

@ Your account has been created successfully. You can login immediately using

your User Name and Password

Your account has been successfully created.

Congr {{ You have st created an account with the Agency and can login
immediately. If you have registered as a licensed professional, additional activation by the Agency
may be reguired. If activation is necessary. another e-mail will be sent notifying you when
activation is complete

Account Information

User Name: dublinaccelaplanning

E-mail: dublinaccelaplanning@gmail.com
Password: e

Security Question: Dublin Planning Division Address?

Contact Information

Dublin Accela Planning Home Phone:

Work Ph. - 6144104600
dublinaccelaplanning@gmail.com oricPnons

Maobile Phone:
Contact Address List
W Contact Addresses
Showing 1-1 of 1
‘Action ‘Address Type Address R
Mailing 5800 Shier Rings Road
4 >

Login Now
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Applying for a Planning Application

To apply for a Planning Application please first navigate to: https://aca3.accela.com/dublinoh/default.aspx and login.

Step 1: Navigate to the ‘Planning,’ tab at the top of the page. Next, click ‘Create an Application,’ read the General
Disclaimer and check the related box. Finally click ‘Continue Application.’

Return to

Logged inas:Accela Plan  Collections (0) Reports (1) Account Management Logout

Home  Building m Enforcement License Registration

Online Planning Application Submittal

Welcome to the Online Planning Application System. Using this system you can submit
your application, pay fees, and track the status of your application all from the
convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

General Disclaimer

While the Agency attempts to keep its Web information accurate and timely, the
Agency neither warrants nor makes representations as to the functionality or
condition of this Web site, its suitability for use, freedom from interruptions or from
computer virus, or non-infringement of proprietary rights. Web materials have
been compiled from a variety of sources and are subject to change without notice
from the Agency as a result of updates and corrections.

[« 1 have read and accepted the above terms.

| Continue Application »
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Step 3: Fill in the address associated with the application you are applying for. If there are multiple address associated
with your application only fill in the information for one, you will be asked to fill in the other addresses at a later step. If
the property associated with your project does not have an address please enter the parcel ID number. Once you've
entered either the address or parcel ID number you can click ‘Search,’ to autofill the remaining information.

Home  Building m Enforcement License Registration

Informal Review

1 Eﬁgﬁ%on 2 Application Detail 3 Review 4 Record Issuance

Step 1:Property Information > Property Information

*indicates a required field.

Address

*Street No.: Direction: *Street Name: Street Type:

5800 --Select-- b shiar rings --Select-- hd

Unit Type: Unit No.:

--Select-- -

City: State: *Zip:

--Select-- -

Parcel

*Parcel Number:

Owner

Owner Name: @

Address Line 1:

7
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Step 4: Once you've used the ‘Search,’ autofill feature please ensure that the ‘Owners,’ section has autofilled. If the
owner listed is a previous owner or incorrect, please update that information now. Once you've completed the page click
‘Continue Application.’

Home  Building m Enforcement License Registration

Informal Review

1 ﬂ}ﬂmﬁinn 2 Application Detal I Review 4 Record lzsuancs

Step 1: Property Information = Property Information
*IndiCaes 3 required neld.

Address

*Street Mo._: Direction: * Street Mame: Street Type:
5800 --Salact-- b SHIER RINGS Rd b

Unit Type: Unit No.:

--Saled-- -

City: State: *Fipc
DUBLIN OH 43016

[ sercn ] cer |

Parcel

* Parcel Humber:

273001585
[—= |[=]
Owner

Orwner Name: (f

CITY OF DUBLIN

Address Line 1:
5800 SHIER RINGS RD

Address Line 2:

OH

City: State: Fip:
Country:

--Select-- -

| "
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Step 5: Please select an applicant for the associated application. Please be aware, the applicant will be the only
person with upload right in ePlan/ProjectDox. If you are the applicant, please click ‘Select from Account,” and
choose your related information. If you are submitting the application for someone else who will act as the applicant
please click ‘Add New," and enter their contact information. Once you've completed the page click ‘Continue Application.’

Return to

Logged inas:Accela Plan  Collections (0) Reports (1) ™  Account Management Logout

Home  Building m Enforcement License Registration

Informal Review

1 ﬁqrr%ﬁ%gign 2 Application Detail 3 Review 4 Record lssuance

Step 1: Property Information > Contact Information
*indicates a required field.

Applicant

Please be aware: The Applicant will be the only person with upload rights in Electronic Plan Review.

Continue Application » Save and resume later
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Step 6: Fill in the 'Detail Information,” and ‘Property Information,’ sections shown below. In the ‘Detail Information,’
section please give your project a hame and provide a brief description of what your proposal is, please be aware staff
may change these later. In the ‘Property Information,’ section list any additional addresses or parcel ID numbers related
to your application. Fill in the remaining required fields, for help click on the blue question marks located to the left of
each field. This will give you a brief explanation on what type of information is needed. Once you've completed the page
click *Continue Application.’

Home  Building m Enforcement License Registration

Informal Review

1 r:f?)?fnr:{icn 2 Application Detail 3 Review 4 Record Issuance

Step 2:Application Detail > Application Detail

*indicates a required field.

Detail Information

Project Name:

Planning Division - Informal Review

Project Description:

This is a request for informal review and feedback for a development application in regards to the Development
Building.

spell check

Property Information

Property Information

List Additional Addresses: @

=~ None
* Parcel Size: (5) @ 2.43 Aeres
*Existing Land Use: @

“~ Flex Office/Rasearch & Dv

* - ."_-'\
Proposed Land Use: ") Flex Office/Research & Dv

* Existing Zoning District: (7
g a L TF, Technalogy Flex Distrr

* i H 1. .
Proposed Zoning District: TE Technology Flex Distre

Continue Application » Save and resume later
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Step 7: Please review the page to ensure all the information provided is correct. If something is wrong click ‘Edit,” to go
back and correct the related information. Once all the information is correct click ‘By checking this box, I agree to the
above certification,” and then click ‘Continue Application.’

Home  Building m Enforcement  Licemse Registration

Informal Review

Property .
L \nformation 2 Applicasion Detan 3 Raview 4 Record |ssuance

Step 3: Review

Continue Application » Save and resume later

Pleasz revew all informiation below. Click the "Edit” buttons to make changes to sections or "Continue Application” to move on. You must check the
box to agree: to the: certification at the bottom of the page before you can continue.

Record Type

Infoamal Review

Address [ e |

SBOD SHIER RINGE Rd
DUBLIN OH 43016

Parcel

Parcel Number: 273001585

Oowner E3
CITY OF DUBLIN

5800 SHIER RINGS RD

OH

Applicant [ Ean |
Indnvidual Home PRone: 6144104650

Accela Flzn E-maft: accelaplanpgmad.com

Detail Information E3
Project NamedPlanning Division - Informal Review

Pl"*(t This Is 3 request for Infrmal raview and Eedback for 3 devslopment application In regrdstuﬂ'-eDeve{uu‘na‘rt
Description: Busding.

Property Information

Propenty Information m
List Additional Addresses: Mone
Parcel Size: 243
Existing Land Use: Flex Office/Research & Development
Proposed Land Use: Flex Office/Research & Development
Existing Zoning District: TF, Technology Flex District
Proposed Zoning Districk: TF. Technology Flex District
| am the property owner, or have been authorized by the property owner to act as the -

representative in all matters pertaining to the processing and approval of this application,
including modification to the application. | agree to be bound by all representations and
agreements made by the designated representative.

| have read and understand the contents of this application and verify the information contained

in this application, attached exhibits and other information submittad is complete and in all
respects true and cormeact to best of my knowledge and belief. -

IE By checking this box, | agree 1o the sbove cerdfication. I Date: 12/00/2019
Continue Application » Save and resume later
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Step 8: You have now submitted your Planning Application. Please see the below boxes to view your Record Number. In
this example, the record number is 19-079INF.

After submitting the Planning Application, the applicant listed on your application will receive an email from
ePlan/ProjectDox to upload your materials and drawings to ePlan/ProjectDox. For information on the
ePlan/ProjectDox process please see the ‘ePlan Quick Guide.’

If there is a fee associated with your application your Accela Citizens’ Access Portal account will be invoiced for the fee
amount associated with your application type. This fee is viewable and payable under the ‘My Records,’ tab. You should
receive an email when your account is invoiced, if not please actively check your account as review will not begin until the
fee is paid.

Return to

Logged in as:Accela Plan  Collections (0) Reports (1} ¥ Account Management Logout

Home  Building m Enforcement License Registration

Informal Review

1 f;ffg‘;;gm 2 Application Detail 3 Review 4 Record Issuance

Step 4 : Record Issuance

@ Your application has been successfully submitted.

Thank you for using our online services.
Your Record Number is 19-0791NF.

You will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your
record and post it in the work area.

A licensed professional is now authorized to proceed with work at the designated location.

Your record type requires a follow-up inspection once work is completed. You may schedule the inspection now or return to schedule
the inspection upon completion of the work. Choose "View Record Details” to Schedule Inspections, check status, or make other updates.

AT e (LS vou must post the record in the work area.)
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